
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. korward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulinc iction. 

TDater of Series 
Earliest Latest 

1973 I t o  d a t e  

FOR AGENCY USE 
ipplication Date 

5. Remrds Series Title (followed by title used in office; if different) 

Secondary Vocat ional  Educat ion Report  Summary F i l e s  

tpplication Number 

!. Person to Contact 

1. Agency Address 
Department of  Educat ion 
O f f i c e  of Vocat ional  Education 
Division of Vocat ional  I n s t r u c t i o n  
Vocat ional  A g r i c u l t u r e - D i s t r i c t  O f f i c e  

Atlanta. Georaia . -~ 
Working Title 

FOR RECORDS MANAGEMENT USE .. 
Application Number 

~~ Sl-252 
Date Received Date Completed 

%PI? 9 1981 I APR 2 2 198' 

Telephone Number 

______ ... 

r. RemrdSeries Description This f i le contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: summarizing informat ion  conta ined  on DE Form 0537 (Secondary Vocat ional  
Educat ion Report)  submit ted monthly t o  t h e  Vocat ional  A g r i c u l t u r e  
District O f f i c e .  

Included are: 
Secondary Vocat iona l  Educat ion Report  summaries which i n c l u d e s  t h e  teachers 
name, school  and school  system, and the fo l lowing  informat ion  broken down 
b y  month; number of classes t a u g h t  d a i l y ,  number of s t u d e n t  conferences ,  
number of v i s i t s  by teacher i n  either a supe rv i so ry  or placement r o l e ,  
number of co-op s t u d e n t s  on j o b ,  number of FFA meet ings h e l d ,  number of 
adv i so ry  meet ings h e l d ,  number of a d u l t  and Young Farmers e n r o l l e d  and 
meet ings ,  and number of hours  worked p a s t  r e g u l a r  school  day (extended day) .  

is arranged: c h r o n o l o g i c a l l y  by f i s c a l  year ;  thereunder  a l p h a b e t i c a l l y  by school sys t em:  . .  

- .- thereunder  a l p h a b e t i c a l l y  - by school  name. 
How often are records referredto whichare: )-Monthly Referencn Rate 

One to six months old - --: Seven to twelve months old ; Thirteen to twenty-four months old 

~ -_ -. twenty-five months and older I ? 
3. Annual Rate of Accumulation of Remrds 

Letter-size drawers ; Legal-size drawers ;Shelves ;other (wacify) 1 3 - r i n g  b i n d e r  



_II ~~ 
~~ 

I-N-nnaire (Plae-aL~X'' in the proper column) 
a. Is  this the official copy of the series? 

 if^ not. where~is it? ~~ 

b. Does the series contain confidential information requiring security handling? If yes, q t e  law or regulation. 
.- 

~~ ~- -~ ~ 

. .  
~~ c .L th js  ajigl~record? - 

. ~~~ ~~ d. Does this series have historical or long term research value? 
e. When one or two documents in the f i le  make it necessary to, keep the entire f i le  for a long period, could these 

g: Is'ttie%form&ion contained in this Fries ever analyzed and/or.recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in an'other office or agency? 
I f u e L  atach CQPY, . : - -. _ ~ _ _  - 

. 
~~~ - ..,. I. _ _  

11. Retention Requirements The following requires the series to be kept: 

a. State Law - _ _  years. d. Audit period y'ears. 
b. Statute of limitation years. e. Administrative need --.5 --years. 
c. Federal law I years. f. Federal retention instructions years. 

I , .  I Attach copy or excert Af laws or regulations. Explain administrative need. :!< ... 

-! . .  

. .  , . . I )  . .  , . .  , , ,  
~ .. ~~ ~ . .~ ~~ - 

12. Approved Disposition Instructions This agency recommendsihat the  f i le  series be cut off at  the end of each: 
1 

. , :  , . .  ~, . 0 Calendar Year; Rl Fiscal Year; 0 Other - ~~~ . *  ~ ' ~- I 

1 
1 ,  ! 1 .  . .  ,, . .  , .  

1 " .  
. . ,  I Ca Hold in the current files area -.month(s) . 1 'year(s); then 

I ,  

0 Transfer to local holding area; hold . '. vear(s); then . .  
i3 Transf.er to State Records Center; hold -4_,year(s); then 
G3 Destroy. 1 . .  . 

, .  L . .  , !  , .  

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

, 

1 ,  ~ , , .  

, , I! / '  . .  
I , ~ .  . . . .  . ,  

1 :  
, ,  ., . ,  \ I  

. .. , (  . ' , , /  

. .  . .  , .  

These instructions apply 'to a l l  prior . .  and future accumulations of the series. 

of explanation.) 

.. .. 

.. .. 


